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&7@? APPLICATION FOR RECORDS RETENTION SCHEDULE DERARTMENT OF An Ve Y F STATE
D . N S o . . RECORDS MANAGEMENva_u;_!_gEM_

o INSTRUCTIONS See Publication No. 76—~RM—1 for mstructlons on completmg this form. Forward signed orlglnal to
| Oepartment of Archives and History, Records Management Division, 330 Capltol Avenue Atlanta Georgia, 30334,
' ~Attention: Scheduhng Sectlon : f .

LY

| __FORAGENCYUSE |1, Agency Address . . | FOR RECORDS MANAGEMENT USE
; Appiication Date , ' Georgia Ports Authority ) Application Number
l 4/6/83 Operations Division 7q -— 8 - FD‘
“application Number | Post Office Box 24064 : [Date Received ~ Date Complated
o | e e S _IBPR114983 | MAY3O1984
i 2. Person to Contact : Workmg Tltle - F{B AJ Teiephone Number
Sandra Jomes ~~~  ~_ Administrative Manager = 964 3927
3. Action Requested R o e e e T
a. J Estabush Retention Schedule; record will continue to accumulate.
b. {1 Dispase of present accumulation; no further accumulation anticipated.
| __¢, % _Amend Application Na, 79-8_ w-.--. . Check One: (X Change; [] Supercede; 3 Void e
! 4, Dmas of Series 5. Ree@rds Series Tltle (followed by title used in off:ce, if different)
Eartiest Latest
t 1962 [ To Date | Invoice Files L _ o o
€. Division and Ofiice Function What is the function of the Division and the Office in which this record series is created? |

This department is responsible for the billing, import and export activities of the
Georgia Ports Authority, analyzation of ship schedules, coordinates all processing of

| all paperwork with field divisions, insures that all paperwork is properly prepared

and carefully balanced and verified against documentation received, facilitates expeditious

cargo handling.

b - e e

7. Record Serles Descf-puon R Thls file contalns the followmg documents (mclt.;de form numbers -énd tttles if any)

Attach samples of the file,
Documents relating to: Collecting fees for services rendered.
Included are: Invoices for all _;éefvices rendered.
File is arranged: Alphabetically by customer; thereafter by invoice number
8. Monthly Referance Rate ~ How often are records referred to which are: 7

One to six months old __9811Y . Saven to twelve months old __9311Y . Thirteen to twenty-four months old _4 .
twenty-five months and older____ ___2_ ? % ‘

| 9. Annual Rate of Accumulation of Rerords 4 ' 5 : - T

e Other (specify I ———

. ; Shelves

Letter-size drawers —— . .. . -; Legal-size drawers

I il LT

SR—-50—71; Rev.76 ' T {Over)
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_ YEs] No | 10. Quemonnan_'gr jPlace an "X" in the proper ¢ column} Y f . __ _ _; M;___;
X a. ls this the official copy of the series? - . | ‘2’ oo
e If not, where is_jt? ! . . _ i
X b. Does the series contauf conftdentral mformatron requiring security handhng? if yes, cite law or reg:.ilatipnj\\. ‘ .
| X | mp_. Is th:s a vrtal record? ) 7;i‘f_&__h_ _,_; L . M ) P ) -
) X_|__d. Does this series have htstoncal _or long - term research value? 1 o o ) L
£ e, When one or two documents in the file make it necessary to keep the entire file for a long perlod could these
L. L1 __ documents be scheduled separatelv? _
__;__IJS, . Is the information contained in this ser:esgver DUbliShEd? M yes, mdlgogv. e e e
. Is the information contained in this series ever analyzed and/or recorded in a sumrnarlzed report?
___J X1 7 Ifves. attach coov, . . e ]
h Is there a duplication of thls series in your offnce, orin another office or agency?
| X If ves. wherez Ship file, billing & inventory file, CFS file, Breakbulkﬁf&iogkq_gig}_{e_._
1 X _Is this series for a major portion. of it! reaularlv microfilmed? . . |
1 X Jl Does the record series result in a computer printout? S
11. Retentlon Requiremants f The following requires the series to be kept
a. State Law —_— years. d. Audit period —— L YeArS.
-- b, Statute of limitatien ... f(p___ -~ years. —— - -——— 8, Administrativeneed - - - . J_ .. vyears. -
. Federal law —_ _.yesrs, f. Federal retention instructions ... _ . __years,

AR—50-71;

Attach copy or excerpt of taws or regutations. Explain administrative need.

i ©O.c.eA. 9-3-24

12. Anmved Dlsposrtlon Instruct:ons o Thls agency recommer;cir that the file series be cut ott at the end of each

K) Hotd in the current filesarea _______monthis) 1 ____ vyearls); then
E! Transfer to local holding area, hoid .6 ___yeai(s); then

3 Transfer to State Records Center; hold ... __year(s); then

&1 Destroy.

3 Transfer to State Archives for permanent retention.

3 Other {Specify)

These instructions apply to all prior and future accumulations of the series.

graph 12 are approved

Recommendations in para- T e ,(\, =

. State Audltor/Desagnee W o
{If disapproved, attach fetter [~ e (S e A /
of explanation.) ' Secretﬂ o_f_ State/Deslgnee ' Q Ao A i 4”' ¢ !£ o ‘/ Lg ?— 9 3

, Attornev General/Des:gnee ﬁ{ ,@@4 R
g e e T e / S

-

B e i s L £ A sttt

0 Calendar Year O Fiscal vear; 8 Other six months . _then, - P

i

e T R = -

| Recogds Management Officer {Stgnature) Date _
/L / 7 ~&-5.3
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{1/ APPLICATION FOR RECORDS RETENTION SCHEDULE perFICE OF THE SRCRETARY OF STATE

ST RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publicftion Na. 76--RM—1 for instructions on completing this form. Forward signed griginal to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Geor'gia, 30334,

Attention: Scheduling Section, ; ) /

FOR AGENCY USE 1. Agency Address ' [ ' _FOR RECORDS MANAGEMENT USE

Apptication Dete Georgia Ports Authority Lo Application Number ‘
‘ Operations Division ' -
11-30-78 " Post Office Box 2406 79-8

Appiication Number Date Recoived Date Compieted

48 Sayan/nﬁah, G‘e.o_rgiai ;7’1402l L - JAN 15 1979 ‘FEB - 51978
- - e - ! - 1 ‘"‘ A 1 . 1 . : H £
2. Person to Contact Warking Title Telephone Number
Sandra ‘Jones QOperations Manager 964-1721, # 289

3. Action Requested
a. {J Estaousn Retention Schedult; record will continue to accumulate.

prs

b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. @ Amend Application No. Check One: O Change: (& Supercede: O Void
4, Datas of Saries 5. Records Series Title (followed by title used in office; if different)
Earliest Latest
1962 ] To Date Invoice Files ,
8. Division and Qffice Function What is the function of the Division and the Office in which this record series is created?

The Director of Operations assists the Executive Director in the managerlal functions of the
Georgia Ports Authority and is responsible for'the operations of the Savannah State Docks &
Warehouses - Garden City Terminal and Ocean Terminal, Savannah State Docks & Rallroad Company,
Augusta State Docks - Barge Terminal, Bainbridge State Docks - Barge Terminal & Brunswick
State Docks & Warehouses. - He also handles the function of leases, Including negotiating
leases for all divisions of the Port Authority, and with commercial and industrial cohcerns
for use of space provided by the Georgia Ports Authority. -

The Office Manager in which this file is created supervises the work of the warehouse, bitling,
import and export departments, analyzes ships' schedules, coordinates the processing of all
paperwork with field divislons, insures that all paperwork Is properly prepared and carefully
balanced and verified against documentation received, facllitates expeditious cargo handling.

7. Record Series Description This file contains the following documents (include form numbers and titles, if any):
- Attach samples of the file. . .
Documents relating to: cojlecting fees fqr sarvices rendered,
S T ; S - K - ; i
Included are: o Invoices for all services rendered.
File is arranged: Alphabetically by customer, thereafter by invoice number.
8. Monthly Reference Rate How often are records referred to whigh are:

3-4

daily ; Thirteen to twenty-four monthsold . _;

One to six months aid 921 1Y__: Seven to tweive months old
twenty-five months and older__' "< | ?

9. Annual Rate of Accumulation of Rerords 4-5

Letter-size drawers . .; Legal-size drawers

; Shelves ; Qther (;pecify)

AR-80-71, Aav.78 — (Over)

&' -




vEs | NO | 10. Questionnaire  (Place an X" inicq;;b-r;;er column)& »

T

a. Is this the official copy of the series?

4 .

X If not, wherag is it? _ . R,
b. Does the series contain confidential information requiring security handling? If ves, cite law or regulation. <
X _ y . X A I.‘ e
X ¢. ls this a vital record? , I ~

4]

X d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for’ a Iong perlod could these

X documents be scheduled separately?

. Attach copy or excerpt of laws or regulations. Explain administrative need, ]

- S

X1 § 1s mﬂmumnmmmimm“mmmhgdl—m“mch conv,
4 g. !s the information contained in this series ever analyzed and/or recorded ina summarlzed report?
: X If yes, attach copv,
X h. :: \t’:era!!at dg:;‘;"“ﬂ??)gf mﬁ slee"es l!:3n| ‘f°“.'n°§f'§° | r{\}gralr’}%trb\e/r ?fﬂlce “6?%"‘3%’1 le Break Bulk & Dockage file |
X | i lsthis series for a major portion of it} requiarly microfilmed?
x. 1 i Does the record series result in a computer printout? -
11. Retention Requiraments . The follawing requires the series to be kept:
a. State Law 4 years. d. Audit period | - years.
b. Statute of limitation — .years. e. Administrative need . years.
c. Federal law 7 _years, . ¥, Federal retention instructions — . years.

12. Aporoved Disﬁ:ition Instructions _ -_ This_ageﬁéy reoommen&s that the file safies :be ,cﬁf otf at thé end of sach:
: e . 1 - O Calendar Year; O Fiscal yéar; & Other - six months _—_then,

S T - |

{ " Hold in the current filesarea _______month{s) ___~ 3 __ year(s); then L T |
3 Transfer to iocal hoiding area, hold 4 year(s): then o

i 'E; Transfer to State Records Center hold - veér(s):then“ e -
G} Destroy. ;- - - AN |

110 Teansfer o State Ar chwes fﬂf Derrnanent retentuon S e A S S L SR
8 Other (Specify) - ;- - R PR o , i

R TP TV e PR

e ey

* Depending on what the invoice per+alns to, what services were performed determines which
: file the copy is filed in. A copy of each invoice does not go. |n+9 all five files listed

above.

Thesa instructions apply to all prior and future accumulations of the seriss.

| Agency Head/Designee (Signaturs) Date | Records Management Officer (Signaturs) %; Date
Mf/ ‘ 1/70/ & Zﬂ/ﬁdé J&zy,awt /fﬁ /S0 77
- /
| .~ State Records Committes [Signature) Date
. | Recommendations in para- ' ) C) B "'
graph 12 are approved. State Auditor/Designee l’/’ 721 -:
(If disspproved, attach letter ' .
of explanation.) Secre tate/Designes / '3/ ",7 ? '

Attornav Genera2l/Desiones

2-1—7/




